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WAWEF Getting Started for Vendors

Introduction

Overview

Thank you for your interest in Wide Area WorkFlow. This guide will help
you get started using WAWEF. In addition to this guide feel free to access the
following web links for additional information and training on WAWF:

WAWEF General Information and Registration
https://wawf.eb.mil

WAWEF Training Database (great place to practice using WAWF)
https://wawftraining.eb.mil

WAWEF On-line Training Course (great place to begin learning WAWF)
www.wawftraining.com

You must perform the following steps to receive an active WAWF account:

Steps v Description
1 Register with the Central Contractor Registry (CCR)
2 Set up an Electronic Business (EB) Point of Contact

(POC) in CCR

3 Register for Electronic Document Access (EDA)
4 Ensure CAGE Code is added to WAWF
5 Establish an Organizational Email Address
6 Designate a Group Administrator Manager (GAM)
7 Determine if batch feeds for data input is necessary
8 Set up PCs to Access WAWF-RA
9 Self Register GAM
10 Change temporary WAWF password
11 Have all Users Self-Register on the WAWEF-RA web site
12 Follow-up if necessary

Continued on next page




WAWEF Getting Started for Vendors, Continued

1st Step 4

2" Step &

3" Step M

Register with Central Contractor Registry (CCR)

All vendors must be registered in the CCR at http://www.ccr.gov/ in order to
sell goods and services to the Department of Defense (DoD).

For help with registration in CCR, contact the CCR Assistance Center at
1-888-227-2423.

Establish or verify the Electronic Business Point of Contact (EB POC) in
CCR

To complete your registration in WAWF-RA, all vendors must appoint an
Electronic Business Point of Contact (EB POC) in CCR. The EB POC is
responsible for establishing a Group Administrator (GAM) account in
WAWEF. The GAM is your company’s “Gate Keeper” and will be responsible
for authorizing access to WAWF-RA for all your company’s employee(s).

Each vendor can establish up to two EB POCs one primary and one alternate
EB POC for each Cage/DUNS code.

Refer to “How to Establish or Verify the EB POC in the CCR” section for a
detailed procedure.

Register for Electronic Document Access (EDA)

Electronic Document Access (EDA) acts as a virtual file cabinet for the
storage and retrieval of multiple types of acquisition documents to include
Purchase Orders and post-award contracts. Vendor may be authorized to
view contract documents that match their validated DUNS or CAGE codes.
To register for EDA got to http://eda.ogden.disa.mil/. Follow the Vendor
prompts.

Refer to “Vendor Registration for Electronic Document Access (EDA)”
section for a detailed procedure.

Continued on next page
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WAWEF Getting Started for Vendors, Continued

4" Step & Have your CAGE Code added to the WAWF-RA database.

Your CAGE code/s must be added to WAWF-RA structure before any
personnel can self-register in WAWF-RA. If you have multiple CAGE codes
they can all be added to your group at the same time.

Optional CAGE code extensions can be created to subdivide your CAGE
code into smaller units. Each CAGE code and extension will have it’s own
organizational e-mail address. The email addresses will be used notify your
sub-groups that a document status has changed.

To establish a vendor group for a CAGE code, Someone in your company
needs to either call the Customer Support Center-phone number (toll free 1-
866-618-5988) or send an email to DISA Ogden at cscassig@ogden.disa.mil.
If your organization has multiple CAGE codes; the WAWF-RA Customer
Support Center will assist in adding all your CAGE codes to your group
structure in WAWF.

Phoned in requests will be activated online. Emailed requests will be
processed within 48 hours after receipt.

Sample Group Activation Email: Please use the following template to
email requests to WAWF Customer Support: cscassig@ogden.disa.mil.
Please fill in missing information with your company information.

& WAWF CAGE Code Activation - Message (Rich Text)

File Edit Yiew Insert Format Tools Actions Help

Arial -0 - AB I U EEEEE
Eend | @ & B0 @AttachasAdUbBPDF o,

.
wem |

4| * | BJogtions.. ).

Ta... |cscassig@ogdan‘disa.m\|

o ||

Subject: |WF\WF CAGE Code Activation

OGDEN SUPPCOET: Please activate the following CAGE CODE(s) in WAWE

1. Cage Code(s):
2. EB POC’s Matne:
3 EE POC s Emad:

4. EB POC’s Phone mumber,

Important - PLEASE NOTIFY YOUR EB POC! We will need their
authorization to activate individual accounts after the CAGE code/s are
added to WAWF.

Continued on next page
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WAWEF Getting Started for Vendors, Continued

5th Step Establish an Organizational email Address.

WAWEF will notify you of changes to your documents as they are processed
for payment. The actual documents do not get forwarded to the next user for
processing. Instead WAWEF sends users email notifications about the
documents that need to be processed. The user then opens WAWF and takes
action on the documents in the WAWF folder.

For example, e-mail messages are sent when the
e Vendor Creates/SUBMITS a document to the government for processing.
e Emails are sent when the government process the documents.

In order to receive email status changes on your WAWF documents, you will
need to create an organizational email address or you can use your personal
email address to receive email status changes from WAWF.

Please ensure that the organizational email address is operational and can
receive emails prior to registering it with the WAWF Customer Support
Center. The first person to register for your company will have their personal
email established as the Organizational email address. To change this, the
GAM or EB POC must email or call the Customer Support Center and
request the personal email address is replaced with the company
organizational email address.

Important: If you do not establish an organizational email address, the
first person to register will have their personal email designated as the
organizational email address.

Continued on next page



WAWEF Getting Started for Vendors, Continued

6th Step

7th Step

Designate a Group Administrator (GAM) for your company.

Vendors must appoint a GAM to manage their WAWF account. It is
recommended that the EB POC BE the GAM. As mentioned earlier, the
GAM is your companies “Gate Keeper” and as such this person authorizes the
activations and deactivations for the company’s CAGE code/s. When the EB
POC registers as the GAM no additional paperwork is required to establish
your WAWF GAM account.

The EB POC will also be contacted when there is a question about invoices
submitted through WAWEF. Please ensure your EB POC is familiar with the
WAWEF process, they can contact company personnel to answer invoicing
questions from government officials.

If you appoint a GAM that is not your EB POC. The EB POC must complete
a GAM appointment letter and fax it to the customer Service Center. The fax
number is 1-801-605-7453.

Determine if batch feeds for data input is necessary.

Most Vendors use the manual, web entry method to input their documents
directly into WAWF. Web entry is a good method if you have a small volume
of payment documents to create or if you have a small amount of lines on
your contract/s. But for vendors that have a large number of transactions
and/or many line items per payment document, we recommend you submit
documents via the File Transfer Protocol (FTP) or Electronic Data
Interchange (EDI) method. .

WAWEF-RA FTP and EDI Guides are available after your account has been
activated. If further assistance is needed, please contact the WAWF-RA
Customer Service Center and ask for help with EDI. A trouble ticket will be
created and you will be forwarded to the Joint Interoperability Test Center
(JITC) and a technician will be assigned to assist you in testing your file
layout(s).

Continued on next page



WAWEF Getting Started for Vendors, Continued

8" Step

9" Step

10™ Step

11th Step

12" Step

Set up PCs to access WAWF-RA.

Your current computer configuration is usually sufficient to use WAWEF. On
rare occasions your computer’s browser setting may need to be changed.

Please try using WAWEF first and then if you experience problems check your
set-up by Selecting the "Setting Up Your Machine" link on the WAWF-RA
home page https://wawf.eb.mil or call the Ogden Help desk for assistance,
they can be reached at: 1-866-618-5988 option.

GAM needs to Self Register in WAWF (after your CAGE Code is added to
WAWEF-RA). Refer to “How to Self Register in WAWF” section for a
detailed procedure.

Change your WAWF Temporary Password. Refer to the “How to Change
Your WAWF Temporary Password” section for a detailed procedure.

Have all users self-register on the WAWF-RA web site

Once the EB POC (GAM) has been activated, All company users will need to
self-register. Now the EB POC (GAM) can activate or deactivate their own
company personnel within WAWF-RA. Users can self-register using the
same steps described for the GAM. (The only exception is they would not
select the GAM role unless they are registering as an alternate).

e Every user of WAWF-RA must self-register on the WAWF-RA web site
by completing the online registration form.

e Note: User accounts will not be activated until the GAM activates the
accounts. The GAM will receive an email for all registrations.

Follow-up (if necessary)

If a user’s account has not been activated within 2 business days of self-
registering, notify you GAM or WAWF Customer Service.



https://wawf.eb.mil/

Verifying the EB POC in CCR

Introduction In order to register in WAWF-RA you must have an Electronic Business
Point of Contact.

Procedure Follow the steps below to verify who is listed as your EB POC in CCR.

Step

Action

1

Go to http://www.ccr.gov

Result: Home page screen opens.

Click Search CCR.

‘a_,,

; ‘al om‘roc: tor Registration
S

Vendor Corner Government Arena Small Business CCR Handbook Access CCR Data

= CCR Dail)
Security Alert e == e e )

Saved Regi i If you receive a letter from the Departrment of
Using Co c Transportation requesting your TRIN
number, do notrespond. DO MOT give your
TRIN number to anybody. Your TRIM number
is a confidential passward into your CCR
information. ITyou feel your TPIN number
has been compromised please have your
ZCH Point of Contact call the CCR helpdesk
W FoederalAgenc at888-227-2423 ar 269-961-4725 to request

Registra anew ane be assigned to your company.
Dynarmi 2 MNEYER give your TPIN number to anyone.
B

REGISTRATION ASSISTANCE:
In the event that you are utilizing a
socreen reader [(JAWS for Windows) to
register in CCR, please call the -
helpdesk at 1-888-227-2423 for e gov i
registration assistance

Hotice:

EFT changes may he made to Central Secuvrity Noticer
Contractor Registration (CCR) trading

partner profiles as a result of National

Agency Clearing House Association CCﬁ w,gvaunwdwd’
(MACHA) notices of change (MOC)

(EFT data) provided to DUS by DFAS CCR “%2or ¥
Read more o

Enter your “Cage Code” into the Cage Code Field or enter your
company name in the “Legal Business Name or DBA”: field and
click Search.

PITIE
| o= |

=] o e =

CCR Search

=
5 (0
EaW Py v T

i
st || | a8 o BT

Continued on next page
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Verifying the EB POC in CCR, Continued

Procedure (continued)

Step

Action

4

Scroll to the bottom of the page and review the inquiry Results.

ZOvEITITIEng ingss POC Primgr
MName: RONALD SCHNEIDER
s CACL INCFEDERAL

1100 N GLEBE RO
ARLINGTOM

VA
20004797

UsA
703} 8417800 Ext

{700 841 7607

East Perormance POC Primary East
Mama WALTER MILTON Rami
Address Ling 1 CACL INC. FEDERAL Addras Line 1
Address Line 2 1108 N GLEBE R Address Line 2
Cily ARLINGTON Ciy
Stat VA State
IipPostal Codec 222014797 ZipPosial Code:
Countr Cou
US Ph (703 8417859 Ext
Monl) 5 Phas
Fax {03 5287232

rlronic Buiingas POC Prmar
Marna: C K BREWER
Address Line | CACL INC..FEDERAL Address Line 1
Address Line 2 1100 N. GLEBE ROAD Addreys Line 2
City ARLINGTON City
State:

Name

VA State:
2220797 Iip/Posal Code:

usA Courtlry
707 B

Foints of Contact
:gens

et Elusiness
C K BREWER

vend Bygis Altern.
HONALD SCHNEIDER

CACL INC. FEDERAL
1100 N GLEDE RD
ARLINGTON

VA

282004797

UsA

{103) 8417800 Ext

{703 841 7042

Perormance FOC Aternsle

THOMAS HORRIGAN
CACH, INC, FEDERAL
1100 H GLEBE RD
ARLINGTON

VA

2XROMTIT

Usa

{i03) B41.29% Exl

(T03) 528 7232

5 POC Al
CACI INC. FEDERAL
1100 K, GLEBE ROAD
ARLINGTON

VA
20T

e IF someone is listed as the EB POC THEN your EB POC is

established. Procedure is complete.

e |F there is no EB POC listed at the bottom of your profile
THEN Refer to “Establishing or updating the EB POC in

CCR* for a detailed procedure.




Establishing or updating the EB POC in CCR

Introduction In order to register in WAWF-RA you must have an Electronic Business
Point of Contact.

Procedure Follow the steps below to establish/update your EB POC in CCR.
Step Action
1 Go to http://www.ccr.gov
Result: Home page screen opens.
2 Click Update or Renew Registrations Using TPIN option.
"é’r'; al on?rac tor Regisiration
%’i \ Jete
Vendor Corner Government A_lwnl Small Business CCR Handbook Access CCR Data Help
e
[fyou receive a letter from the Department of =< -
Tran: atio uestir L I Lanian b
b Uk < ooy tesang DONGTGI AL - .
TPIN number to anyhody, Your TPIN number Info on Mew Data Elements
i a confidential password into your CCR
infarmation. [fyou feel your TRIM number
h amprami r B >
R Pain af Conact a1 te CCR elpdis T
NIl -t 230-227-2423 or 269-961-4725 0 recest irimnum
Rogistration anew one be assigned to your company. 2222324 262 32
MEVER glve your TPIN numberto anyone Wit
REGISTRATION ASSISTANCE:
In the event that you are utilizing a
screen reader (JAWS for Windows) to °
ister in CCR, pl Il th
helpdeck at 1-85227 2423 for egov );'
registration assistance. Wy Qvscmmant My Teime
Notice:
EFT changes may be made to Central Security Notice?
Contractor Registration (CCR) trading
fil It of Mational .
iy blaati Loes Assocatins CCR i
(MACHA) natices of change (NOC)
(EFT data) provided ta DLIS by DFAS. CCR % ier)
Read more... oA PATt sty D3t
3 Enter your DUNS number and TPIN code.
4 Select Points of Contact.
5 Scroll down to the Electronic Business Point of Contact fields.
When that page comes up, scroll down to the Electronic Business
Point of Contact fields (these should be the ones closest to the
bottom). Input your information and click the validate/save
button.
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Registering for Electronic Document Access (EDA)

Introduction EDA is a virtual filing cabinet for the storage and retrieval of multiple types
of government contracts. As a vendor you are authorized to view contracts
awarded under you Cage Code.

Procedure Follow the steps below to register to use EDA:
Step Action
1 Go to the EDA web site at http://eda.ogden.disa.mil/
Result: Home page screen opens.
2 From side bar menu, click New User Registration.
E DA iLﬂErC-lE?“MC DOCUMENT ACCESS
3 Click Begin Vendor User Registration Process.

E DA ELECTRONIC DOCUMENT ACCESS
Next Gemaration

MHaw Uses Registiation
Chack Password Reset States

Knawn hsurs

Contact Help Dusk

Training Matarisl

Haw 10 Pest Dacuments to EDA
EDA Usee Guide

Itemns of interest

Relsase Schedufe
Summary of Changes
Conferences

Continued on next page
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Registering for Electronic Document Access (EDA), Continued

Procedure (continued)

Step

Action

4

Click Username/Password.

. Dmmmt:n«bd-m:{ Today bs May 05, 2006
4 Electronic Document Access. EDA Lisar's Gyide
) st Gamans Register Vendor

“ fome > Bammin > Vender

Step 2: ACca5s Mathod - or CAC/Dg:
Step 3: Complete snd SUbimit Registation form
Click "EDA Registration Form®
Username/Password CAC/Digital Certificate
EDA Ry Fom | EDA Ry Fom
Step 4: You MUST compiste and subemit 8 signed System Authorization Access Reguest [SAARY to your EB POC

our EB POC will be identified in your Registrabon Confirmanon o-mial nolificabon genrated when you subisl the EDVA Regisiration Farm

Please allow 24 business days for your EB POC to review your application.
DA wall ro0lify you Ly w-rrs] wihi) your SCCOUNt s apgroed

For Registration Assictance Contact your EB POC

2
5 Enter all required information as denoted by the asterisk. Then
click Continue.
, Department of Defense Today bs May 05, 2006
i EecimoioDocimerk dooes Vendor Registration - Personal Information S
“ Home > Reghter > Vemdu > Ussmame
Enter the following data [ required):
“First Nams [ mif Identity
*Last hame
Sufix [Srivct a Sl (nptional) =)
Centact
Electronic Business Point of Contact (EB POC)
*EB POC Telsphons [ Eu |
*EB POC Ind Country Code and Phons
ERFOCEMaI[
# - Either the T--|I![-|'<-Ii-- of this Intematicnal l‘.(:IJl’.Y Code and Phons must be entened
Contnue
For registration assistance, cortact the Ogdsn Customer Application Suppost Certer (CASC) &t 866.615.5383, 801.605.7095, or DSN. 3857085 or emailto
C5CassIQElogden disa mil
al ]

Continued on next page
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Registering for Electronic Document Access (EDA), Continued

Procedure (continued)

Step

6

Action
Enter your CAGE code/s. DUNS number is optional.
e s R

Semr * Begen > e ¢ S
Chack Documen Types (quind)

Click Continue.

Result: Vendor Registration — Confirm screen is display.

CAGE Codes:
00000

Mak Chinges

Statemert |

of
Accountability | .

Department of Defanse Tediry i My 05, 7908
wmm Vendor Registration - Cenfirm EDiA Liver's Cudsl

Create
Username
and
Password
You MUST . deto EB POC to process this request.
[t |
Retain this Usemame and Pagsword for access into EDA
1the Ogden Customer Applcation Support Center (CASC) o BE6.618-5088, 801.605-T095, or DSN. 388-T005 o emadto.

Continued on next page

13



Registering for Electronic Document Access (EDA), Continued

Procedure (continued)

Step

Action

8

Verify/review the information entered. If correction is required, click

Make Changes to update.

Read the Statement of Accountability and check the box next to “I

accept this statement of accountability.”

10

Create a user name and password. Applicant must remember/use the
Username/Password supplied in Registration for initial entry into EDA.

11

Then click Submit.

12

Note success notification.

Department of Defense
Electrenic Document Access

B oo Registration Acknowledgement

Today bs May 15, 2006
ERQA Ussrs Guidey

Success! You have completed Steps 1-3 of the EDA Registration Process.

5 OC
tion a-mail identthang your EDA POC

Floage aliow 24 business days for your EDA POC 1o roview your application.

Forinformation/assistance with EDA - access the EDA User Guids

Fou

@, contact the Ogden Customer Application Support Center (CASC) at 866-618-5988, 801-605-T095, or DEN: 3887045 or emal 1o

Result: The EDA Help Desk will send you an e-mail requesting EB POC

Authorization for account activation.

Continued on next page

14




Registering for Electronic Document Access (EDA), Continued

Procedure (continued)

Step

Action

13

Inform your EB POC of your pending EDA registration and request
access authorization.

Result: Your EB POC will submit an email requesting account activation
to the EDA Help Desk. WAIT for EDA Help Desk Review/Approval
(allow 2-4 business days to process request). Once approved, EDA
notifies you by email.

Help Desk,

Flease activate Yenny Vendor's account in EDA for our CAGE code 00000, | am the EB POC for our company and | am autharizing this activation

Thanks,

IMA BIGSHOT

RYZINC

Electronic Buginess POC

14

Follow instructions in email notification and click supplied link to
activated account and facilitate initial entry into EDA.

Failure to follow instructions will result in denial of access.

Once account is activated, you may enter and log into EDA via the EDA
website.

Note: If your account has not been activated within 4 business days,
contact your EB POC or the EDA Helpdesk for assistance (866) 618-
5988, (801) 605-7095 or DSN: 388-7095 or by email at
cscassig@ogden.disa.mil (Subject: EDA Assistance).

Continued on next page
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Registering for Electronic Document Access (EDA), Continued

EDA Password
Rules

Password
Expiration
and Reuse

Registration
Approval

The password must be a minimum of eight (8) characters.

The password must include the following:

e One letter
e One number

e One of the following special characters:! * +,-/:'?&; () #%$%

The password cannot contain the first three- (3) letters of the user's first or last
name. The password cannot contain the logon Username.

EDA System Lock
After three (3) successive failed logon attempts, the system will be
unavailable for a period of time. It is recommended that you close the
browser, then retry later.

EDA Passwords are valid for 90 days.
EDA will prompt the user for a new password when the 90-day limit
IS met or exceeded for a user.

The Password Change Grace Period is set at ten (10) days.

The Grace Period is the period of time after the password has expired
in which a user can submit a change. During the grace period, the user
will be prompted to change their password each time they log on to
EDA. After the ten- (10) day grace period, the user will be denied
access and can only be reinstated by your Electronic Business Point of
Contact (EB POC).

A 365-day password reuse period is enforced within EDA.
A specific password cannot be reused within EDA until 365 days have
passed since the password's expiration.

Your EB POC will complete the EDA registration approval. The EB POCs

should:

e Verifying the user’s identity

e Verifying the document access requested (based on “need to know”)
e Validating the user’s registration application

e Maintaining access documentation on each user for audit purposes.

16



Using EDA

Introduction Using EDA can be beneficial to your success in WAWEF. The reasons are:

e EDA provides online access to virtually all of your Department of
Defense (DoD) contracts.

e WAWEF uses index information listed in EDA to route your billing
documents from your location to the payment office and provides
CLIN detail to properly bill invoice and receiving reports in WAWF.

EDA contracts provide you with “points of contact” for Government
Contracting Officers, Government Acceptors, and lists your payment office

Procedure Follow the steps below to access EDA.

Step Action

1 Go to the EDA web site at http://eda.ogden.disa.mil

2 Click Login to EDA.

ELECTRONIC DOCUMEMNT ACCESS
Mt Cavsarition

Home

Hew Usar Ragisiration
Check Passward Roset Status
Hnown boasns

Comact Help Dosk

Training Material

w10 Past Documents 1 E0A

EDA User Guide

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step Action
3 Enter you User Name and Password.

E DA E:.HE‘ELR-E:C DOCUMENT ACCESS

=  — e —)

m:” fems of Irnferost

Training asmiisl s sk

LE
|
4 Click OK.
5 Read EDA Notice.
DA biotions um—.h‘qhzlﬂt

NOTICE FOR EDA

EDA Releass 7.0 has been deployed.

‘will ot be enabled urti later this month

NOTICE FOR EDA

POFs for documents manually posted to NAF|
17 March through 21 Apeil
may not be viewable via EDA until 10 May.

Acknowindgr

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step

Action

6

Click the Contracts link.

Department of Defense Shatl Syt - Taday b My 155, 7006
EQAUsers Gade

s LS Aoy, Document Selection Screen
Eqiac o o e TOBoVNG SHOCh GO0
Contracts My Profile. ..
DD Form 1716 Vouchers -- All

Vouchers — Accounting
- Commercial Pay
Military Pay

Fat marm derrmatien st e DOD EDA Wet Fage, £ 1 Bhe Salg Svi ol BEEE 15568, 601

Note: Your screen will only show the Contracts link since that is
the only access vendors are provided.

Click on desired search option.

Note: The Contracts Search Options screen presents you with
several different searches you may execute. The Advanced
Search provides the most comprehensive search.

and PCO MOD
GSA Contrac Order

it Web Page.

by lssue DoDAAC
by Admin DoDAAC
by Pay DoDAAC

| B01)605-T085 of DSN 3557005, or send smad 10 CacasapBogden deamil

., Department of Defense Shark Swanger - Today s My 15,
N Contracts Search Options ey i
: By Samings)
£ Docyment Selacpion > Cortracts Saarch

Specific Contract Date Range Custom

and all Mods EDA Load Date Advanced Search

and Delivery Order/Task Order |ssue Date

and ACO MOD by Contract

Continued on next page

19



Using EDA, Continued

Procedure (continued)

Step

Action

8

Select the fields you wish to see in your result set by clicking the
respective display field check boxes to the left of each field or select
the Select All button.

»,  Department of Defense Shari Swonger - Today is May 05, 2006)
Electrenic Document Access - i
Mo Goomrti Custom Advanced Search iy Satings|

[Stants vath =] | [2szandng -1 =]

[Starts with =] [

r LOA Dt
Ll Data
 Afachmens
r CDEData

Far moes infoemation about the DOD ED, Wab Page, call tha help dask ot (66105360, [01)605-7095 or DSN 3007096, or send emal to: cacassig@ogden dsami
4 Ix

When available, select an Operator in the “Drop-down Box” at the
beginning of each “Field Row” to enhance the query.

10

Enter values in the “Text Boxes” to limit the size of your results or to
meet specific criteria.

11

Select your desired field Sort order and direction. Select up to four
sort drop-down boxes at the end of the field rows to indicate how the
results of the query are sorted and in which order (1-4) and direction.

For example, you can sort contracts by Contract Number (descending -
1), by Issue Date (descending -3), by Issue DODAAC (ascending -2)
and then by Obligated Amount (descending -4).

Result: This will produce query results ordered by Contract Number
descending then Issue DoDAAC ascending then Issue Date descending
then Obligated Amount descending.

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step

Action

12

Click on the View button to activate the query with your desired search
criteria and display results.

For example, if you entered only the CAGE code EDA will return all
contractual documents listed under the CAGE code.

Result: Contract Query Results screen is displayed.

Department of Defense Sharl Swanger - Today is May 03, 2006
EDA Users Guids)
Flectronic Bocument Access Contracts Query Results W St
Document Seisction > Contracts Search > Quary > Guary Results
Displaying Page 1.0f 15 @ 25 Records pér pags
4249 records returmed (1 1o 25 shown) | Download
1234361788 10 Ne Refing Search
| aco | peo | e Load Issus Admin | Pay CAGE DUNS | | Obligated | Loa | cum J
Contract Number | History| DOTO|  Mod | Mod | Dawe Date | DoDAAC | DoDAAC | DoDAAC | Code | Number |Amount|  Amount | Data | Data
DABLOJGCO004 matkey  [H 00212 [0000227 [WEARD! | WEABD! HOOXE  [7038 | O75812966
DABLOGIICO0M qrey (H POD042 | 20060413 | 20060503 |WOIRUS  |'WAIRUS HO0305 TL329  |07S81296E
DABLOGIICONM g [H POOC41 20060322 (20060411 [WeiRUS |[weiRUS  [HCO305 (7320 [o7seizses
DADLOATICO004 guy [H ADOO01 0060001 [20060321 [WSIRUS |WAIRUS  |HOOXS 7329 |(75812966
AB|(CIRCO00 geg |H FOODE? [20051017 (20051018 [wanRuS  [watRus  [HomSS (7o (orssizss
DABLOGIACO00 aky |H FONGA 20050830 [A051013 [WOIRUS  |WSIRUS  |HOOI06  |7L328 | 075812966
DABUICIC0004 gasg |H FOOD33 20050928 (20050930 [wenRus  [weiRus  [Hoos  [7a  (orssizs
DABLOGIICNM s [H POO0G2 (20050920 (20050902 [WSIRUS |WEIRUS  [HCO305  [7L329  |O75812966
DADL0ICO004 eageq |H POOCDT [20050912 (20050914 [WRIRUS |WBIRUS  [HOOMS  [70929 | 075812966
DABLOGEECNM g |H PO | 20050802 [ 20050802 [wanRus  [wanrus  [HOORS |73 |orsenzees
DABLOA0ICO004 aoey M POOCZS [20050707 (20050728 [WOIRUS |WOIRUS  |HGOMS |70 |O7s812966
DASUERI o [ FODOZE 20050616 [ 20050627 [wanRuS  [walRus (Moo [7om  (orssizes
DABLOGI3C0004 ot | H POOCC7 [20080613 [20050616 [WAIRUS |WBIRUS  [HOO30S [7U329 | O75812966
DABLOGIICO0M g (H PODC2E | 20050608 | 20050616 |'WOIRUS  |'WOIRUS HO0305 TLI9  |07S81296E
DABLDGERCINM coo [H PODO2S 20050331 (20050405 [wenRUS  [wetRus  [HOOSDS [T (orssizms
DADLOOICO004 goeq M POOCZ4 [20050224 (20050777 [WRIRUS |WBIRUS  |[HOOMS [70329 | O7s812966
QASLIEIC0M i |H FOOOZ3 20050202 (2005020 [wanRus  [watRus  [Hooss (7o (orssizss
DABLOGIICO00 ok |H FONG? [20041208 (004113 [WOIRUS  [WOIRUS  [HOOXE  [7L329 | O75812966
DABLICIC0004 gas |H FOOC21 (20041105 (20041108 [wonrus  [woiRus  (Hooss (1o (orssizses
DABLOGIICONM oo [H POOCC0 (20040914 (20040517 [WEIRUS |WEIRUS  [HOO305 (7329 075812966
DADLO0ICO004 eeg [H FOO0TS (20040027 (20040831 [WRIRUS |WBIRUS  |[HOOMS  [70929 | O7s812966
DASVGEIEOIM g [H FOOONE 20040804 | 20040806 |WEAED! | WeABD1 HOOXE |79 |orseizee
DABLOA0ICO004 Goeg M POOCT7 [ 20040600 | 20040806 |WEARDT | WEABD! HOOXE  [70339 | (75812966
QB0 gav [H FOOUTE 20040712 | 20040713 [WEAE01 [ weaB0! HOOXS [ |orssies
DABLOGO3C0004 it |H FOOOS | 20040518 [ 0040520 [WEARDT | WeABDT HOOXE  [7038 | O75812966
12343568783 10 Me Refing Search
For mara infemation about the DOD EDA Wieb Page, call the help desk at (B55)518-5960 . @01)605-7096 or DISN 3067095, or send email to: cacassip@ogden disa mil
| I

13

From the Contracts Query Results screen, click on the link within the
contract number field to open the contract.

Note: When the contract and delivery order number is entered into WAWF,
WAWEF will retrieve data from the index line in EDA to pre-populate the key
fields in WAWEF. The key fields that are pre-populated are: Issue DODAAC,
Admin DODAAC, Payment Office DODACC, and the CAGE Code.

Continued on next page
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Using EDA, Continued

Procedure (continued)

Step Action
14 Locate on the EDA or hard copy contract (as shown below) your EDA routing code
DoDAACS.
SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS | RECUITION lLKEER PAGE1OF 25
OFFEROR TO COMPLETE BLOCKS 12, 17, 23, 24, AND 30 e

2. CONTRACT NO. 3 AWARD/EFFECTIVE DATE | 4. ORDER NUMBER 5. SOLICITATION NUMBER 6. SOLICITATICN ISSUE DATE
WO1151-05-M-029%, 26-May-2005 o W91151-05-Q-0037 12-May-2005
7.FOR SOLICITATION NAME b. TELEPHONE NUMBER (Mo Col ) | 8. OFFER DUE DATE/LOCAL TIME

INFORMATION CALL MARK R 03:00 PM 18 May 2005

9. ISSUED BY 10. THIS ACQUISITION IS 11. DELIVERY FOR FOB 12. DISCOUNT TERMS

N IR —
ACA, FORT HOOD CONTRACTIN UNRESTRIGTED DE:T‘“‘“T““‘ UNLESS  |Net 30 Days
I SET ASIDE: wrom | DSICKIBMARKED

I:l SEE SCHEDULE
SHALL BUSINESS

HUBZONE SMALL BUSINESS D 13a. THIS CONTRACT IS A RATED ORDER
UNDER OPAS (15 CFR 700)

13b. RATING

FORT HOOD TX 76544

When WAWF locates a contractin
EDA this infermation will be pre-
populated in the WAWF routing

LS 621910

TE fields. 14, 1IETHOD OF SOLICITATION
FAR SIZE STA %0 = [ e D aep

16. ADMINISTERED BY ,E’DE.L

15. DELIVER TO
HEADQUARTERS COMMAND - GARRISON

The DELIVER TO DeDAAC is entered into the "Ship

TolService Acceptor'Field by the vendor in WAWF.

This should he the DoDAAC the InspectoriAcceptor
are registered under in WAWF.

17a CONTRACTOR! OFFEROR CODE | 0WYZ8 18a. PAYMENT WILL BE MADE BY CODE [HQ0300

SEE ITEM 9

AND SIMULATIONS INC DFAS - LAWTON
DIANNA FAX-
615 DISCOVERY DRIVE ATTN: DFAS-LW-FPV
A 4700 MOW WAY ROAD

FORT SILL OK 73503

FACILITY
TEL CODE |0WYZS
17h. CHECK IF REMITTANGE IS DIFFERENT AND PUT 18b. SUBMIT INVOICES TO ADDRESS SHOWN IN BLOCK 18a. UNLESS BLOCK
SUCH ADDRESS IN OFFER BELOW IS CHECKED D SEE ADDENDUM

19 ITEMNO_| 20. SCHEDULE OF SUPPLIES/ SERVICES [ 21_QuaNTITY J22 UNIT J23 UNIT PRICE [24 AMOUNT

NOTE: Should your contract not be found in EDA, your hard copy contract contains
your WAWF routing DoDAACS.

Note: All items circled items below are DoODAACs you may need to route and create
a document in WAWEF.

15 Contract Line Item Number (CLIN) data can be located on your contract in EDA or
your hard copy contract. CLIN data must be used to build your documents in WAWF.

[TEMNO| SUPPLIES/SERVICES | QUANTITY UNIT UNIT PRICE AMOUNT
0002 I Each §11.654.00 STL65.00NTE
Reimbursables
FFP

Provide MEDEVAC ready room and dispatcher equipment at Hood Army Airfield,
for the period 31 MAY - 30 SEP 2003, These items become Government property
upon completion of the contract,

PURCHASE REQUEST NUMBER: MEDSO3-RNG0-000G

Note: the CLIN number is listed under the “Item NO”” on most

Continued on next page
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Using EDA, Continued

EDA to WAWF  The illustration below shows the relationship between data on your contract and

relationship

Contract Data

WAWEF input
screen.

what needs to be entered into WAWEF.

Scction SF 1449 - CONTINUATION SHEET

TEMNO ~ SUPPLIESSSERVICES — QUANTITY ~ UNIT_~ UNIT PRICE AMOUNT
TR [Ecn]  [S1L77730] [s7]
FSCIWIDGETS]

FEp

[HEAVY DUTY MILSPEC WIDGETS |
UNITIDENTIFICATION NUVIBER 35786

LIN
dFields
. " | Stock Part No. * Type * Oty. Shipped Unit* %
000148 I | FSC 7030 WIDGETS .l" FS Mational Stock Huraher | ¥

SDN ACRN GFE? Advice Code
optional Cpt.| [N | | optional

Description =

| Heavy Duty Mil Spec Widgels |

ACRN AA Funded Amount

If WAWF locates your contract/delivery order number in EDA this field will be
pre-populated in WAWEF if your contract is located in EDA. If your contract IS
NOT located in EDA this field will return blank in WAWF.

Ensure the contract/delivery order number is entered correctly. If correct you
can use your hardcopy contract to enter the pay office DODAAC listed on the
hard copy

If WAWEF locates your contract/delivery order number in EDA, key routing
fields will be pre-populated in WAWF provided your contract is located in
EDA. If your contract IS NOT located in EDA the required field will return
blank in WAWF. You can use your hardcopy contract to enter this missing
data.
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Registering in WAWF

Introduction

Procedure

In order to use the WAWF application you will need to self-register. There
are several roles you may register for etc. GAM, Vendor and Vendor View

Only.

Follow the steps below to self-register in WAWF.

Step

Action

1

Go to https://wawf.eb.mil

Result: Home page screen opens.

Click Self-Register.

Wide Area Workflow Training

“ersion 3.0.10, 3 June 2006

System Messages:

s Thig is the WAWF-RA Training System. The WAWF-RA Production System can be accessed at https:/wawf.eb.mil

o WAWF Training is unavailable during scheduled weekly database maintenance every Saturday, between 09:00 AM EST and 09:30 Ad EST.
Logon to WAWF (Registered user only)

Self-Register to use WAWF (New users)”
Help with registration for access to WAWF

*Mote: Your computer must be set up to run WAWF before you can selfregister. See "About WAWF "
[a302]

Note: The Warning Message and follow instructions.

Click OK.

Microsoft Internet Explorer §|

) WARNING!
LAY

Prior to self-reqistering For the WAMWF Application you must complete the
"Setting Up Your Machine" steps located in the "About WAMWF" link in the Mavigation Menu.

Please DO MOT use the browser BACK BUTTOM within the WawF application.

The use of the browser's BACK BUTTOM is not supported within the W awWF application when completing electronic
Forms.

Use of this button will cause the loss of data not vet saved to the server and will result in the application not
performing as intended.

DO MOT use the backspace key in any uneditable field, as this will Function as the back button,

wwhere they exist, use the RETURM or CAMCEL buttons ko return to a previous page within the WAWF application,

Result WAWEF Self-Registration screen opens.

Continued on next page
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https://wawf.eb.mil/

Registering in WAWEF, Continued

Procedure (continued)

Step

Action

4

Enter in all required fields. Everything that has an asterisk (*) is a
required field.

WAWF Self-Registration

* Indicates mandatory field

Eirst Name™ Last Name™
Commarcial Telephone™ DSH Telephone
Rank/Grade Bandatory for Government s Eanail Addross
Drganication™ Titte™
ontinue At | Fl!l u l!'

Click Continue.

Click the radio button labeled User ID and Password.

WAWEF Self Registration

* indicates mandatory field

Logon Method *
@ User ID and Password
O DoD or ECA Software Certificate
O DaD Comman Access Card

Continue | Return | Page Help|

~

Click Continue.

Enter in a “User ID”. Please create your own. (It must be a
minimum of 8 characters long).

WAWF Self-Registration

* indicates mandatory field

User ID*

wanwfluser]

_Qnrllirlue [ _Eaturn | Page ]jaIE|

Continued on next page
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Registering in WAWEF, Continued

Procedure (continued)

Step

Action

9

Click Continue.

10

In the “Role” drop down menu, choose one of the following roles,
“Group Administrator”, “Vendor” or “Vendor View Only”.

WAWF Self-Registration

*

indicates mandatory field

Role
“endor -

Continue | Return || Page Help |

11

Click Continue.

12

Enter your “CAGE Code”.

Note: Do not enter anything in the “Extension” field unless you
want to create a CAGE code subgroup.

Click OK.

Result: The Comment Box is displayed.

13

Comments or attachments are optional, but if desired, this is the
screen to add them. Click continue to proceed.

WAWF Self-Registration
“indicates mandatory field
Commen ts

Add a new comment:

Attachmen 15

Aftachments: v

Continued on next page
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Registering in WAWEF, Continued

Procedure (continued)

Step

Action

14

Review the Profile information you have entered. If you need to
register for another role or additional cage code click on the Add

W
icon = under “Role Information” and repeats steps 8-12.

-
L WAWTF Self-Registration
* indicates mandatory field
Profile Information
First Name Last Name Commercial Phone DSHN Phone E-mail Rank Title Joh Description Action
John Doe 9999999999 e @rwanf. com WEAMYE WEAVYE ,f’
User ID Action
wawfluser! Z
Role Information
Role Group Code Extension Action
“endar WENDOR 1M3W0 m
=
[ISTATEMENT OF ACCOUNTARI ITY* bt

Note 1: The edit icon £ allows you can edit your profile
information

Note 2: The delete icon I allows you to delete your previously
entered information.

15

Check Mark the “Statement of Accountability” box.

16

Click Register Now (you must submit the form for it to be valid).

Result: After registration is completed Ogden will automatically
email a self-registration notice to the registrant and the GAM.

Important: Upon your activation of your account, by your
GAM, an email will be sent to you. The email will contain a
one-time temporary password for your initial logon. You will
need to change your temporary password.
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How to Change Your WAWF-RA Temporary Password

Introduction After you self-register an email will be sent to your GAM. After your GAM
activates your account You will receive an email that contains a one-time
temporary password for your initial logon. You will need to change your
temporary password.

Procedure Follow the steps below to change your temporary password.
Step Action

1 Go to https://wawf.eb.mil
Result: WAAWF Home page screen opens.

2 Click Logon

3 Enter your “User ID” and temporary password from the email and
click Submit.

4 You will be prompted to change your temporary password.

5 Enter your new password and retype to confirm it.
Note: Refer to page instruction to construct password.

6 Click Submit.
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